PPD ALERT

Foundation Financial | nformation System (FFI S)

Clean up and Verification of Vendor Information in FFIS Procurement
Documents

Background

This PPD ALERT provides additiond guidance regarding clean up of unliquidated obligations and
verification of Vendor information in FF S, Please refer to the Vendor Table Clean up for FFIS
I mplementation memorandum dated May 21, 2001, issued by Steve Helmrich, Director, Financia

Management Divison.

The Vendor information isin an even postion aphanumeric field and conggts of the Vendor Code
and the Vendor Address Code. The Vendor Code is made up of the Vendor Tax Identification
Number (TIN) which isfollowed by a space and then the Vendor Address Code, which isaone
postion dphacharacter. Thisinformation for the Vendor is assigned when aVendor is added to FF S,

I mpact

PRCH clean up is underway to clear unliquidated obligations. Unliquidated obligation litings were
sent to procurement offices (Area Procurement Offices included location information). Oncethis
process is completed only “open” actionswill remain. To ensure timey obligation and disbursement of
funds, dl obligating and payment documents must reference the FFHIS Vendor information. This must
be completed for dl open obligations from fisca year 1997 to the present.

What is needed

Procurement Officids must ensure that al purchase documents, regardless of the vehicle used (PRCH,
AMPS, MISCPAY, or any other award document), must have avalid Vendor information in the FFIS
Vendor Table. Vendor information is required for al open actions from 1997 to present and al new
procurement awards.

In order to do this, you must have:
1 A valid NFC ID and Password.

2. A separate ID and password specifically for FFIS Vendor Access.
(Contact Larry Cuppy on 301-504-1297 for more information).



3. Y our computer must have NFC Emulation Software ingtalled.

4, Also your computer must have Secure Remote ingtaled (Contact your Information
Technology Specidigt for more information).

Whoisresponsble

FFIS Conversions Leads with the assistance of the Procurement Offices, throughout ARS, are
responsible for assuring dl obligating documents have valid Vendor information in FFIS,

What to do now

Procurement Officids with purchasing/contracting authority must search and verify the information in the
FFIS Vendor Table to ensure that the remittance address for that vendor isin FFIS. Here arethe

necessary steps:

1) Read the Vendor Training Module Manud (white book) for description of fields and possible
vauesfor required fidds. Enclosure 1 which is Attachment H, from the Vendor Training
Module Manud, gives step-by-step indructions. An dectronic verson of the manua can be
sent to you by e-mail, by contacting Alice Roache a ar oache@ar s.usda.gov.

2) Scan VEND (CICSP15, FF0O0) using the vendor's TIN to determine if the vendor code has
dready been established. Be sure to verify the remittance address. (Below isahelpful hint on
how to search for remittance addressin PRCH.)

If Vendor's remittance addressis already established

3) Screen print the Vendor information and staple to the PO and place in file. Keep aseparate
record for frequently used vendors. Put the PO number and the corresponding Vendor ID ona
list to be sent to Larry Cuppy, he will forward it to NFC. NFC will link the two together.

(Sample: 40-3K06-8-0909 123456789 A)

If the vendor isNOT in the VEND table

4) Complete the New Vendors - MS Access Database Worksheet and E-mail the
MS-Accessfileto L Cuppy@ar s.usda.gov with a copy to your respective Converson
Lead. Larry Cuppy can furnish the worksheet eectronicaly. Enclosure 2, isa copy of
the worksheet outlining the required information.

Or,

5) Have your designated Vendor Coordinator add the vendor information to the VEND Table
following the indructions in the “Vendor Training Module.”



NOTE: Changesto the Vend Table can only be done by NFC. If you want to
“change’ an addressin the Vend Table, use the COMMUNICATION TABLE

(COMT) & RESPONSE TABLE (COMR) and send to NFC (See
Enclosure 3)

Helpful hint:

To obtain Remittance Addresses though PRCH.

1
2)
3)

4)

5)

Log onto PRCH - Agency 03
Select TASK ID 15- INVOICE STATUSINQUIRY
Type in the PO number from Unmatched PO Ligting and press ENTER

If an invoice has been paid for the requested PO, the invoice information including the payment
address will be on the screen.

This address can then be used to help identify the appropriate Vendor Code in VEND or be
used to complete the New Vendor Workshest, if not in VEND. Of course, not al PO’ swill
have invoices, for those you may have to phone the Vendor to verify the remittance address.
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ENCLOSURE 1
ATTACHMENT H

USDA, NATIONAL FINANCE CENTER (NFC)
FOUNDATION FINANCIAL INFORMATION SYSTEM (FFIS)
FFISACCESS AND EXIT PROCEDURES
JULY 12, 2000

This attachment provides security access information and gives specific Sgn-on ingruction for the FF00
Application in the CICSP15 Production Region. Access security is designed to prevent unauthorized
useof sysemsand databases. For information about access security, including i dentification numbers (user
ID’s), passwords, and obtaining access to a specific gpplication, contact your Agency Security
Adminigrator.

1) Enter User ID field - Key in your assgned User ID (e.g., NF999), and pressthe ‘' TAB'’ key.
2) Password fidd - (aphanumeric; 6 - 8 characters) - Key in your password (not displayed).

D Mairliame Workrpoce Mo Frane Soeen B 1 - HCI21 - T30290A6 - M5 ELePloy Dizplay [_[5 [

== B&S21/88 THAMODZ THEFIDAG Fr1=IICLF ==

- FFEFFFEE CCLLULLE —
== FFFFFFFF CCCCCCCT ==
- FF GG -
FFFFFFFF o -
FFFFFFFF oh ==
FF HHEEEEEE -
rm CCCCOODT -

————————— N=tional Finance Center —_————————— -
———————— Mfice of the Chicf Finoncial 0MPicor ——————— —
========== United Stotes Depaortment of Agriculture  ========== ==

Frr Anthoe ized Use Only -
FASSWORD = NEW Prisswont = ==

CHTCR APPLICATION MAMC = OR PRCES CHTOR MOR HCHAU ==

Ficad [.E [LL.a6 CAFE R

ol Stan | 1) E:.;.|.;.|irq-E:"-| A mainram,.. | b G T Covsl WP, | SNy A Ee D DRE] 00z




ENCLOSURE 1
ATTACHMENT H

Pressthe ‘Enter’ key.

L Mainlramc Workspacc MarFiamec Sercon B 1 HCIZ1 T2029DAE  ME/EKcPlus Display HEE

SELECT OME: -
- FAYROLL/PERZDNNEL SYSTENS -
- FINANGIAL INFORMATION SYSTEMS -
- FROPERTY WANAGEMENT INFORMATION SYSTEMG -
- ACHINTSTRATIVE IMFORMATION SYSTEMS -
- DEVELUPHENT SYSTEMS -
== DATA BASE TEST SYSTEMS ==
== HISSIOH ASSIGHMEMT TRACKIMG SYSTEW ==
== DIRECTIMES BULLETIN BOARD ==
== EMTER AFPLICATION NAME OR SELECTION HUMBER ==» 2]} ==
== HESSAGE BOARD ==

R:le C:0R2 [:E LL:ak CopPs LI

:i Cran ___J Fapiktineg - _I| Mainham. |-__ dirnEnl b :I FETREN E" el il 1 =i=} EJ:E} EHm r-.__'g ':3‘@.__‘__;:‘ 100z &k

Key in option ‘2" at the cursor below.



ENCLOSURE 1
ATTACHMENT H

Pressthe ‘Enter’ key.

Key in option ‘16" at the cursor below.



ENCLOSURE 1

ATTACHMENT H
Pressthe‘Enter’ key.
2 Mainlramc Workspaco ManFlame Sercen B 1 HO21 T20390A6 MG /ElcPluz Dizplay HmEE
Sessio- [l vew Tzo: Mac: 1=l

== BES 2 1/ | FELNE 140841 (¢ ==
== FINNNCINL [HFORROTLON S5 TEHS ==
- L. ENIHY-LMEULEY SYS[EM: -
- CADT AYATLABLE IT. FEFORTIMNG SYSTEMS -
- BLGO AYATLABLE FOCUSEPT  RYRILABLE -
- FAARS AYATLABLE BATCHFOG  AYRILABLE -
- MASE AYATLABLE ITT. UTILITIES -
- MASCYAL  AYATLABLE I5FF AYAILABLE -
- GLI AYATLABLE YPSFRINT  AYRILABLE -
== FLAM AVATLABLE V. FFI5 SYSTEMS ==
== CFIS AYATLABLE FFI: HEMD  AVARILABLE ==

TPIR AYATLABLE V. DATA WAREHOLSE ==
== RBCOTHG  AVYATLABLE CETR RVARTLABLE ==
== FREL AVATLABLE FUTLURE ==
== FUTLRE ==
== RP3T RVARTLABLE ==
== PF1 = HELP PF3 = NFCMEMJ  ENTER SELECTION 1-26 ==> 16 ] PF11 = EXIT ==

[E |k CAPS NI
Gy P mm 5T, (D@L 00z




ENCLOSURE 1
ATTACHMENT H

Key in option ‘5" (or option linked to Agency’s production region) at the cursor below.

Pressthe ‘Enter’ key.
L Mainlramc Workspacc MamFiame Sercon B 1 HCOI21 T2039046  ME/ELePlus Dizplay BEE

or Macrz 1=l

== B&/E21EY | FEEISLNG 18.88:5Y [ ==
== FINAWCINL TMEORHNTLON SYS1ENS ==
=" 1¥. FOUNCATLION FINANCIAL 1MFURMATLON SYSTEMS -
=" CICST®:  AVAILABLE -
- CICETSe  AVAILABLE -
- CICEMes  AYAILABLE -
- CICSDY  AVAILABLE -
- CICSP1S AVATILABLE -
== CIC30ee HYAILABLE ==
== CIC30e? FHYAILABLE ==
== CIC3T&8 HRVAILABLE ==
== CIC3P1T  AVAILABLE ==
== PF1 = HELP PF3 = NFCMEMU  ENTER SELECTIOM 1-9 ==» 5] PF11 = EXIT ==

[E LL:ak Caps MU

g Stan | () Fopbiing - || WMaintam.. & divowits | @dariane | FCoetdd | G350 P me| 55, D®ELE 00de0




ENCLOSURE 1
ATTACHMENT H

Key in option ‘1' (or option for Agency’s application) at the cursor below.

L Mainlramc Workzpaco MarFiame Sercon B 1 HCI21 T20300A6  ME/EKcPlus Display mEE

== /P HH [ LG 1887 .29 [ ==
== FINNNCINL [NEORBOTLON SYS TEHS ==
- ML -
- FFaa AYATLAELE -
- FFoa-CFo AYATLRELE -
-= FFa7-F3Is AYATLAELE -
-= FFaz-FHA AYATLAELE -
- FFE3+D Corversion AYATLABLE -
== FFed—+RCE Convorsion AYATLAELE ==
== PF1 = HELP PF3 = NFCMEMU  ENTER SELECTION 1-¢ ==> 1] PF11 = ExXIT ==
T | 3

[E LL:ak CAps ML

Frociwene | G300 2 mm 57, @%@ 00120

Pressthe ‘Enter’ key.



ENCLOSURE 1
ATTACHMENT H

1) COMMAND fidd - Key in#‘1".
2) USERID fidd - Key inyour FFIS User ID.
3) PASSWORD fidd - Key inyour FFIS password (will not be displayed).

HH\ xu\ HHHH&*\ HHHHH&*\ an*\ quu*ﬂﬂﬂ\ Hxﬁuﬂﬂﬂﬂ\ Hxﬁuﬂﬂ\ Hxnﬁau\
HH\ xu\ HHHHH&*“\ HHHHH&*“\ HHHH&*\ quu*ﬂﬂﬂ\ Hxﬁuﬂﬂﬂﬂ\ Hxﬁuﬂﬂ\ HHHH&**H\
I T O T S S R A AN
uu\ xa\ uu\ \H uuﬁ xa\ uuﬁ xa\ HHH Hx\ xxﬂ uu\ \\
uu\ st uu#at&#\ uu\ xs& uuwtt&#sH - wt##ss& wt&#ssH x#ﬂ &&#####H
uu\ st u#at&#sH uu\ xs& uuwtt&#sH - wt##ss& wt&#ssH x#ﬂ utt&#ssH
I T T B N A T SR,
uu\ st uu\ xs& uu\ xs& uu\ ss& wt\ wt\ x#ﬂ uu\ ssH
uuat&#\H uu#at&#sH uuwat&#sH uu\ ss& wt\ wt\ wt&#ssH uutt&#ssH
&####\ &#####\H uuwat&#\H uu\ ss& wt\ wt\ wt&#ssH utt&#sHH
R L AN \\ NNRRRL NN

THIS COMMERCIAL SOFTWARE IS5 DELTVERED WITH FESTRICTED FIGHTS Td THE
GOVERWMENT , USE, REPRODUCTION, COF DISCLOSURE IS SUBJECT TO THE
RFESTRICTIOWS SET FORTH IN THE FAR, DFARR, OR OTHER LICEWSE
REFERENCED IW THE COWTRACT.

SELECT BY HMUMBER: 1. TRELE INQUIRY UPDATE (HTI)

%, ERIT
COMHARD: 1
USERIL: HEMAZEI FASSWORD :
KEW PASSWORD: ] VERIFICATION:

Fizad Fi:z3 025 [E LL:ak CAPE MLk

i Sran | (2] Fapbing - 4[| ® Mainfram... S i ce | Bsniane | PRk | G P Ee 25 Q@R 00

Pressthe ‘Enter’ key.



ENCLOSURE 1
ATTACHMENT H

2) TABLEID fidd - Key the abbreviation (1 D) of the table you want to view.

1) ACTION fied - Key in ‘N’ for ‘New’.

HESSAGES

= __C S m

[ [ S =

——— [E—— [E—— oY

— [E——— [E—— JE—— [

_——— - [ — —-_ = =

el ] _——— = = m= = ———— —-_— ==

_———— = = = ———— —-_— =

T —— e ————— ———

G n - -TT I C -

= T Jp———— o

| — - - - " T .m

DI e memm— —-_— = 2

- e —— [ T

— L] ———— - = iy

- - — —— —— —— — ——— -

op= oo % B

=8 — - ——

[E—— [E—— x

e T S — _-——— - R 7y] "

T e = == =— _-_—— - _ i T

T Y ] b

T e e e e ———— = =

—Had — = ———— — —— —— 5

== M S S m Al

= Lol

T ———— - - - ————— -

| —_—— U ] o
T o= m=m— _———— = = - —— [ ] e

D == == =—- _-_——— = - —— =
T - —— —— e ——— =

== —-—--— — _———— - C
- — - _—— _—— i

g = b - =

e e —_—————— - b

LL IIIII IIIIII

LI IIIIIIIIIIIIIII
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i
i
i

KAIN HERU
| M Mainfram. ..

[

{

GOVERMMENT, USE, REFRODUCTION, OR DISCLOSURE IS SUBJECT TO THE RESTRICTIOMS SET
FORTH IN THE FAR, DFAR, OR OTHER LICENSE PROMWISIOWS REFEREWCED IM THE COMTRACT.

THIS COMMERCIAL COMPUTER SOFTWARE IS DELIVERED WITH RESTRICTED RIGHTS TO THE

NGITLON: N OINBLELD: YEMD USERLD: TEMN
TYPE Al "x" HEXT TO THE OPTIOMW YOU WISH

g |

L Mainlramc Workspace MamFiame Sercen B1 TESTMULT  T20260A5 MS/ERtcPlus Display

Pressthe ‘Enter’ key.



ENCLOSURE 1
ATTACHMENT H

Thefollowing blank VEND screen will be displayed.

ACILON: 3 INBLELD: VEMD USERLD: HEMO
WYEMBOIE BEFENEHCE [NELE
kEY 15 YEHCOI CODE
YEMROIE CULE ; YEHLUIE HNME kLT
MIHE LINE 1: VEND I1'E:  YEHWL 1Y1E LN
AL LLNE Z: MLSL YEML: GROUE CE LWL
AODOHE LINE 2: PHOME ;
CONTHCT : GRP BILLS:  GROUP [ARNIHG:
COMMENTS: ACTIVE YENDOR:
AR CONTACT : VENDVPROY CODE:  HOME ORG:
CUST REF #: CUST TYPE:
CUST ACCT: GREDIT CARD:
PAYMNT HOLD: FACTS DEPT 1ID: FACTS BURERU ID:
PAY LAG: LAST PRY DATE:
CALENDAR ¥TD DISE: 1099 VEND:
PROMPT FAY TYPE: S0C SEC/FEDERAL ID H:
VENDOR HAME XREF : SECT:
— BAME IMFORMATION —
EFT FLAG:  BAMK KAME: Bk, NUME :
ACCT MUMB: BAtE, ACCT TYPE:
CITY: STATE: ZIP CODE:
CORR BAKE : CORR BRKE NUMB :
T | 3

GEED R:Z ] 13k Cops KLItA

il stan | () Fapbing - || Mainnam.. & ivowins | @waniane | B eowrid | G458 P = 55 GQBELGE 00w

Commandsto exit FFIS.

1) Keyin‘E’ inthe* ACTION’ field and pressthe ‘ENTER’ key.

2) Keyin ‘X’ inthe' COMMAND'’ fidd and pressthe ' ENTER’ key.

3) A blank screenisdislayed. Key in ‘BYE’ at the cursor and pressthe ‘ENTER’ key.

9



ENCLOSURE 1
ATTACHMENT H

4) Pressthe ‘PF11' key to complete the exit routine.

10



Enclosure 2
NEW VENDORS -M S Access Database (Worksheet)
Refer to Vendor Training Module (white book) for

VENDOR-CODE (TIN)

VENDOR-ADDRESS-CODE (“A” if vendor has no other remittance address in the system.
Use next sequentid dphaif the vendor has more than one
remittance address in the system.)

VENDOR-NAME
VENDOR-ADDRESS-LINE 1
VENDOR-ADDRESS-LINE 2
CITY

STATE-CODE

ZIP-CODE

VENDOR-TYPE (C= Commercid; see Attachment C, pg 4 for others)
GROUP-CHECK-IND
N_ (N=Do not group payments to same vendor)

VENDOR-PHONE (not required, but nice to have)

CONTACT (not required, but nice to have)

CUSTOMER-ACCOUNT (optional if not used by FOB)
1099-VENDOR-IND (Yesor No)

SOC-SSN-FED-ID#
(Federal Tax ID; TIN)

GROUP-BILLSFLAG N (N=Do not group hillsissued to vendor on the same day)
GROUP-DUNNING-FLAG N_ (N=Do not group same day payment notices to vendor)
PROMPT-PAY-TYPE

C=Congtruction-14 days, D=Dairy-10 days, M=Meat-7 days, N=Immediate -5 days,
O=0ther-30 days, P=Perishable -10 days, X= Type 42 PO -20 days)

TIN-TYPE-IND (S=SSN; F=TIN; I =ITIN)

AR-TYPE (Leave blank)



Enclosure 3

USDA, NATIONAL FINANCE CENTER (NFC)

COMMUNICATION TABLE (COMT) & RESPONSE TABLE (COMR)

The purpose of this memorandum is to establish operating procedures for the FFIS COMT and
COMR common tables that residesin the CICSP15 Production Region. These procedures should be
grictly adhered to, and are subject to future revisions as operationa experience dictates.

¢

The COMT and COMR tables were established within the FFIS environments to be used as
the primary means of communication between the USDA/ Nationa Finance Center (NFC),
implemented Agencies, technical support staff and other users. Questions or requests regarding
Common tables can be trangmitted through this medium.

1) The COMT table will dlow auser to enter a question or request from any on-line termina
inthefield. Users can scan salected records within the COMT table. The COMT records are
automaticaly deleted after the COMR records have been changed and entered for
transmisson.

2) The COMR table will be used by the Project Office and the NFC / FFIS Operations
Branch (FOB) Table Maintenance Group to transmit responses and document resolutions for
questions and requests. Users should scan their selected records (identified by Key Field)
within the COMR table to review responses and resolutions for satisfactory completion. The
NFC/FOB Table Maintenance Group will review the COMT table that resdesin the FFO0
Application of CICSP15 production environment on adaily basis. All questions and requests
concerning Department Standards and Posting Models will be forwarded by FOB to the
Project Office in Washington for review & resolution. All requests for ACED entries and
posting models should include a brief description of the business process to be accommodated.
All questions and requests concerning VEND, VNAM, and certain other Common tables will
be resolved by FOB.

ACED issues will be acknowledged only after review and gpprova (for further action) by the
Agency’s Project Leader, Application, or Data Administrator. The approva process should
occur by having the Project Leader, Application, or Data Administrator change the item from
the COMT screen view with the word “ Approved” at the end of the displayed text. The
changed/updated COMT record will then show the authorizing ID. Each Agency should
provide the NFC/FOB Table Maintenance Group with aligt of User IDs having the authority to
approve these requests.

VEND and VNAM rdated questions or requests will be reviewed and resolved without direct
input from the Project Office, or prior approva by the Project Leader, Application, or Data
Adminigrator.



Enclosure 3

1) Each Agency and NFC Branch should exercise adequate internd controls viathe FFIS
STAB table to manage sdlected users who will be authorized to request these changes.

2) Therequesting user should include the Vendor Code and the Vendor name of the record
to be updated. This gives atwo-point verification when identifying the subject record. The
user should dso include their name and phone number.

Our objectiveisto provide afind response regarding non-Vendor maintenance/issues on the
COMR table within ‘three working days' from the time a question, or request was entered
into the COMT table (excluding weekends & holidays). Our objectiveisto provide afind
response regarding Vendor maintenancefissues on the COMR table within ‘ twenty-four
hours from the time aquestion, or request was entered into the COMT table (excluding
weekends & holidays). If anissue or item is deemed urgent because of required payments that
may be due immediately, or in less than the referenced time frames, please advise accordingly.

All resolved non-Vendor issues will remain on the COMR table for minimum of ninety (90)
days. After the ninety-day period, the resolved itemswill be archived on floppy disc and
FOB’s shared M:\ drive, and deleted from FFIS.

All resolved Vendor issueswill remain on the COMR table for minimum of ninety (90) days.
After the ninety-day period, the resolved COMR table items will be archived on floppy disc
and FOB'’s shared M:\ drive, and deleted from FFIS.

The following Department and NFC personnd will be responsible for the table maintenance
tasks referenced above;

CONTACTS

EDDIE MALTER

GAIL ROUSSEVE
LESLIE MORTON
PAULINE MYRICK
GENEVA JONES
JEFFERY BOUDREAUX

ORGANIZATION

NFC
NFC
NFC
PROJECT OFFICE

PHONE #

(504) 255-6122 L A

(504) 255-4440 LA

(504) 255-5726 LA

PROJECT OFFICE
PROJECT OFFICE

(202) 619-7637 DC

(202) 619-7647 DC

(202) 619-7635 DC




